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‘”format. ¥aterial characterlstlcs (such as flex1h111ty and cw readlng

‘“1eve1) are matched with specific learnlrg characterletlcc of spe01a1
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act1v1t1es, and review guestlons. A sanrple MAP -ch Hrapplng a package
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The Development of Instructlonal Materials

for Special Needs Students )
é.majcr ébai of education is to provide students with the ;
B p t Onal‘skllls needed to succeéd in the work place. This H }
*ggalsfsznggless esSential én the case bf~special needs students: 75§
. A~~thfdugh Vg%ationalrpgograms they can learn the skiLls and atti-= é
| tudé§ necessary to become productiVe, chtfibuting.members ‘of ,g
| sodiety. Through vocational prograns, special needs students S_
f. alsofcan*expefience, pérhaps for the tfrst time, the: feeling of r;
; -successfully contrlbutlng to" productive: en erprlse, a fact that*inv> J;;
: 1tself may add greatly to the development of self-confldence, :
?%”}é‘ | maturlty and petsonal fulflllment;ﬂ’(V?w T :
%{5;* - ‘Theré are, however, at least two obstacles encounteréd. when :’:%f
§~ attempting to develop vocational programs for special needs stu:,“A, ‘,E
den{s; First, many teachers do not have ‘the necessary ba“kgroundi, _4:@
to deal with a wide nuﬁter of occupatlonal areas. Consequentl&, “;t if;
?: | they cannot provide vocational 1nstructlon<other than on a limltedi: ‘ ?
g: basis. Secondly, while resource materials can«hélp‘tdfcvercome' ylg

thlS problem, few good occupatlonally related materlals are avall-

T able for use with special needs students. In most cases, the ‘ f
Gee. o~ - 3 3 - - s
j“““”““”“"materfal‘ig designed for "regular" students and is not suitable for :

$pécial needs students: 1In ot ier -cases, ‘the resources~appear«t0' e

be revised elementary-level materials, and this materlal is. equally 445§

. unsulted for use with special neéeds students. It was because of g :?é
;; the. heed for better occupationally related, secondar;—level in- ié&#;ﬁ
?i ‘ structional»matergals that the projects at the University of Mary- g ;:
P 1and wére initiated. £
%?M : i g
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~++ . During the, past fouf years, a number of instructional mater- ]
ieis;pgbjects have been underway. The purposeEof this paper is to '
;aeecribe these projects, More specifically, the following will be )%
‘briefly exeminea: \ '
1) the characteristics built into the instructional f
] materials. " ' 7 é
% 1 , _2) the developmental process. JQ%
©_ 3) the types of material developed. T
i .ﬁété:%a; Shayacte;istics . - A
: As: previously suggested, instructional maggriéls-en thes
P ;7market for "regular" students 6fféﬁvééhiét'§éfﬁ§éaﬁ§ﬁééé§§fﬁxli‘ e
; with special needs students. The special neeéds teacher must deal K
Bew o . o
- with a wide ranging student group ig‘terms~6f*abiii£y 1eve1,'béckef‘"“f;
;J } ‘-ground, learning style, motivation and interest. The target groﬁﬁ;’ﬁﬂﬂ
: of’?iegular",?aﬁerials is often too mnarrowly défiged, Moréévefﬁ}?i
é the reading level, format and content of "regular" materiaieyéften
3" precludes the use of such materials with special needs Stﬁéents; 5
; What is needed, then, is material that takes into account the \é
%; characteristics of special heeds learners and that is fléxible %
%1 énough to be used in a variety of instruqtionel situations. f;
M e Of primary concern in the development of instructional rﬁa,fc@;f g
ials for special needs students is that the materials ké flekible: 'é
s Flexibility is an instructional prerequisite if the materials are 5
to be -effective with students characterized»by,different.typésvahd
degrees of handicaps and learning problems.{ And,‘flexibility is
necessary to accommodate a variety of learning situations as well ;
as a variety of teaching styles. o
i )
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In the design of the University of Maryland materials, a .

,  nuriber of charactéristics were built into the materialsktcrprdvide ,
.. . optimum. flexibility: The material is designed fSE use by either .
P ility g y either

. . . - o e 'y . -
teachers or students. The materla;s can provide direct, written

instruction to students with at least a sixth grade reading level.

e " Or, the materials can be used by the teacher to provide resource
information and serve as ‘the ba51s for a lessons ‘Furthérmore,

the mater1al is approprlate for e1ther group or 1nd1v1dual use,.

- O‘w-#"
.

dependlng on therneeds of the students. Most 1mportant is _that. the

N

. ﬂ,*instructlonal components themselves prov1de for flex1ble use..
. ol .
s ‘They are organlzed and presented in such a way as to prov1de for

Y
N Y

varying student skill levels. - Flnally, small.xndependent.un;ts
were -created allowing flexible sequencing accordingvtolvocational

need. In sum, the fleﬁibility“buflt into- :ithe materials -allows fcr

d Variety of uses, and accommodates d1ffer1ng learner styles, teach-

ing approaches and employment needs.

e

While flexibility is an essential feature.of instructiohal
materials, it is also important to deYelopvmateriaIs that take

- . ) . .

into account specific learner characteristics. While:no single

ihstructional approach will be effective with all special needs

students, there are a number of instructional design features from
whi;hathese students can benefit. ThE'folioWing“list’identffies %f
cﬁaracteristics which may describe special needs learners, along

‘with the design features which were incorporated into the University
¥

Py e s ~ N - - A e e

: ' of Maryland materials in order to accomodate these characterlstlcs.
s / ' - 4

Learner’ Students differ in terms of learning
Characteristics style.
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d ,'Materlal
;/fw Characterlstlcs .

Learner

: Characteristics
| e

Material
Characteristics

Learner
3Characterlstlcs

S anty o AFTers

Macerial
Characteristics

YLy
"

rperasay

Learner
Characteristics

. Materlal
Characterlstlcs

‘Designed tofprovidé«maximum fLé;iBilityh

Instructlonal modes varled through a
number of act1V1t1es. 7

s » . /

/
’ /
RS
Poor attention span and lack of motlva-
tion.

Attractive format, cartcon type v1suals
to arouse interest.

-

Material de81gned ¢o keep the 1nterest

of the. student. 1 e S
InstructienaI“hnits.arefkept small, wfth
opportunlty for ‘freguent. féedback, correc=

tion and: review.. . 7

Materlal characterlzed by bullt“ln res—- ““‘*f

explaining and other technlques requlrlng ) %

active partlclpatlon on the part of the = . %
learner. X

The rate and capa01ty of mental process- S
ing' is Timited. Y

Content presented in ema11~steps}
Contént presented at a pace ‘slow enough ‘r
to ‘be procesced by*students.

Repetltlon, review -and opportunity for
practice provided.

N

Student experiences difficulty reading
and uasing language.

- Pawser LD L

o\
Reading level kept\as low as possible :
without sacrificing technical information. 5

4

Simplified vocabulary. C 3

_ Visuals included to supplement written
content., . -

© Eaoar wer




P Learner Student experiences difficulty 1dent1fy-f}”
e Characterlstlcs ing the organizing structure or patterns/ -
: " inhe’ent in content.

e !
e ‘ i
S A : :

a Materlal " Rationale provided, giving overview,0f
Characterlstlcs packets, explaining relevancy of content
' and alerting .student to what follows.

\Advanced organlzers, cues -and“guide
points provided in order tofdlrect atten~
- tion to content'lthat the dearner needs

-to attend to. kﬁ
,*‘ t
.. Content presented 1n a' structured, logi-
. . cal step-by—steg,manner. T e
:uﬁf~ a Major d1v1s10ns of content clearly identi-
o fied., z"

e e
ra : { -

-

Review, summarlzatlon and questlons in-
cluded )

P}

B
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The above design features can increase the effectiveness of R
P - - - - N [

: R . . © oz . '

! e == “InStructional materials for special needs learners. And, these

*

characteristics can be built into the materials regardless cf the

ITormat of those materials.

Instructional Format . o {

The'instructional format, in fact, can vary .greatly. Learn- X
ing activity packages, siide/tape presentations, oont;agts,,assign,n zwé
ment sheets, and other forms of instructional materieis;ate effec-

‘tive instructional formats if they are developed in such a Way as td~

accommodate the diverse characterlstlcs of speclal needs students.

However, the most effective format developed by the- Unlverszty of

Maryland projects is the Mini Act1v1ty Packet“(MAP) f wn ;

‘MAPs are small, independent, flex1ble uhits of 1nstructlon

- =
PN

designed for use in teaching vocational skills to speciél needs -

é students. These packets incorpérate the characteristics described:




‘tional characteristics combine to fulfill the requirements of good

instructional matcrials for special needs students. o e )

‘teach a specific occupational task. A series of MAPs can be used

above which serve to accommodate special needs learners. The flex-

ibility of the MAPs, along with the inclusion of relevant instruc-

srave

B et ~ e neeterd

The MAP is a short (five to seven pages) product designed to

-

occupational area. ) ~ - :
‘The—MAP is comprised of coémponents which are famiiiar to |

many educators: objectives, information sheets, activitiés and

review questions. These have been organized to provide for flex-

- - - -

ible and convenient use. And, while primarily designed for teacher

use, ths MAP can be used independently by students with at least
a sixth gréde reading level.

The componénts of the MA?P are preéented in Figure 1. The

-

title identifies the specific task covered. Following the title
is a list of material and supplies which may be used to supplement

instruction.

- . ¢ enm

¥ . '
_ Objectives_are sj:a%gnt' of the observable performance that - §

is expected of the studgﬁ upon‘completion of the MAP. Qhese'ob-

- *«
jectives form the foundation on which the remainder of the MAP is

o »

" structured. . - ’ T T T T e e e e

T..e cqgtent is, of course, the material to be covered. The
‘content provides the information necessary in order to attain the
objectives. This section can serve two purposes: 1) to provide 'i;
students with direct instruction or 2) to serve as a resource for

teachers who may not be familiar with the area. Care is taken in
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Figure 1 - .
PACKET FORMAT 7

C Forrrne o a
:
INSTRUCTIONAL- .

MATERIALS AND SUPPLIES - .

| OBJECTIVE_E‘> ‘ " 5 ™~
_ v Y

~N— —

= ACTIVITY .
MATERIALS AND SUPPLIES

“TEACHER ACTIVITIES

e

éUDEN';‘ ACT I-VIT@

B PP _ - R TN A s e e v e ammn g

: . —
. ____QUESTIONS FOR DISCUSSION 4 ;
e — . - - o

@MS TO KNOW r

i . L
L b
[

'WORKSHEETS |°
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- studints..
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the develdpment pfocess to insure that the content is written

cléarly, concisely and in enougn detail to benefit special needs

I B

Following the content are the teacher activities and student

e = — =

activities. Both teacher and student activitiesvﬁérrelate with

T s %

the objectives and content. Teacher activities are suggested ways
in which the teacher can erpand upon the -content, .reinforce ther
content and further facilitate attainment of the objectives. Stu-
dent activities provide students with a mean$ of mastering the con-
tent with a minimum of teacher direction. The acti&ities are
diverse: they incorporate a number of instructional mbdes,»and
-caniaccoﬁ;odate varying student skill iévelé. The nﬁhber and R

yafiety of activities al;égs the teacher to select those activities

most approp}iaté for a particular student.

%

- Question for discussion are provided as suggestions for

s -~
teachers who wish to involve students in a discussion of the mater-

"ial. These questions, like the activities, correlate wi+th the

objectives and the content information. In some cases, discussion
questions are included which allow the class to go beyond the con-
tent. The variety of questions allows the teacher to select those

which are most appropriate for his or her situation. -
"4

The terms- to- know section includes:a 1ist'of<keysword§;foundw—~~‘7

in the content. The teacher can use this list as the basis of a

vocabulary lesson, a sgglling lesson, or as a topic fpr discussion.
Each MAP includes drawings to supplement instruction andrwégk-”

sheets necessary to complete fhe activities. These inStrﬁ;tional

aids can be found aftér the words to know, at the end of the MAP,

Following is an example of a MAP: . -

10
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‘Sample MAP 9

.. CLERICAL AND OFFICE SKILLS:

TEACHING SPECIAL NEEDS STUDENTS

Wrapping -a Package

Mini Activity Packet Number Nineteen

Project Directors: Dennis R. Herschbach and Marcia D. Smith

Department of Industrial Education
University of Maryland
College Park, Maryland

For information contact:

,.'

“s. Ruth C. Brown
Specmallst in Special. Programs,. Handicapped

i ; . Division of Vocational-Technical. Education. ... ._ L"N4_¥

Maryland State Department .of Education

P.0O. Box 8717

. Baltlmore-Washlngton Internatlonal Alrport
S = —— -« .- . . .Baltimore, -Maryland. 21240.- I :

This project was funded by the Maryland State Department of
Education, Division of Vocational-Technical Education.
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Wrapping a Package

i - - -

The followingiméferials may be’used to supplement instruction:
Y ‘ .

cardboard box, newspaper, packing tape, padding, twine; heavy

wrapping paper, mask;nd'tape, ink pen, three different items for
s ' ’

packing. s
. I

N

OBJECTIVES /

23 -

The student who completea this unit w1ll be able to:
gﬁescrlbe how items should be placed, wrapped 'and padded

inside a box. -7

*
2

- 2) Describe how a box. should be closed, tdped, wrapped, -and

tied.

3) Describe how to address a _package.

sam and Stella both work in +the office of Hlllendale Manu-
facturing Company. One day, thelr supervisor asked them each to
wrap a box containing office supplies and send it in the mail.
Sam just put the sugplies in a box and tied a string around the
box. When the package was sen£ in the mail, * the supplies were
damaged. Stella, however, was more careful. She wrapped each
item before putting'it in the box and then put padding in the box.
_ _phe-box was then taped, wrapped in paper, and tied with tw1ne.

When the package was sent in tle mail, all the supplies arrived
safely. -

Wrapping packages must be done very carefully. Otherwise,
fhe items inside could break. The osfice worker must know what
supplies to use and what steps to follow ior wrapping a package.

The steps are as follows:




-

z S
s 7T T

. Step 1i -Choose..a. Box

T A box that s used for ‘mailing a package must be strong.

‘i$~§éﬁn9t‘fdilvdpart~in'the~mai1. Heavy cardboard boxes aré
‘ysially used. If the items in the package aré heavy, then the
boX: mist: be very strong. - |
.éuééx must be the right sizé, toé: A box ghoui&?beséﬁIéj
;oihg;d’éil the items to be mailed and some padding. ?he:géd@iﬂ@

is used to keeép the items from breaking: If the box is too big;
4 @ hox 1s too big,

‘the itéms will move around in the box. Then they might break.

If the box is too small, it will not Glose properly..

';ggS€ép;23 Wrap.Each..Item

‘ The office worker must get each i;em,réadj to put in the

box: Each item is wrapped with éithe;_néwgpgpQ:fp;vcgghignggl
paper. Then, a piece of masking tape is uéed’tg:holqithe paper.
Items that .are breakable need mére,w:appihéﬂthaﬁwhohpreakable
items. For example, a bottle of inkNWOnidvﬁgéd]thtgé;1ayersW§£A.“
wrapping. A box of envelores would just neéa;dnef;aye:; 7

Now, the office worker is ready to pack the box.

anana o

Stgp 3: Pack the Box

- Just wrapping each item in paper is not enough.. ‘The items
' -still may break if the box is not pééked right; . -

' All items should'be“placed‘secﬁrely”in'thg“ng. .If there
~are different sizes and weights of items, ;hé Laigef,;héaViei»qées
,ﬁuég_gb,dn the ‘bottom. For -exafiple, a heavy Sﬁé?k Qf-tyPiné pgﬁéf‘iw'
ﬁéqldibp placed underneath a small box biipgpeg:qiigs. 7

“When all the items are put in the box, tﬁéfe will be extra

8pace 1 .t over. This space must be fillgd'With;padding. The
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,:;temsmtoumoveuaround

Step 5

Saitple MAP

,paddlng may be rolled-up newspaper or small ‘pieces. of scyrofoam.

:,After the paddlng is. put 4in, there should be no space for the:

The offlce ‘worker- should make a list -of every item ‘that is:.

o ¥
it

shotld be inside. This list is put inside thé package on top.of

'Steo 4- -éldée and Tape the: Box——

Now the office worker is ready to close and tape the box. '

F;rst, the box flaps. are folded-over thettopvof‘the‘hox..

‘ ;Then, packlng tape is put on each seam of thetbox.

s .

_ There are two Kinds of packlng tape that may be used° :paper

or plastic. Paper tape has one sidée that is shiny. If the -office

i

workef presses a wet sponge on the shiny side, it becomes sticky.
The sticky sidé is. pressed against the .séam of ‘the box. Rein-

forced plastic tape is stronger than paper tape. Tt is:alreaﬂy

stioky on one side of the tape. A wet sponge is. not needed to.
make the tape sticky. The office worker just presses the stickyr
side of the tape on the seam of the box. No matter which kind of

tape is used, the box' is still closed and taped the .same way.

Wrap the Bof in Paper

The office worﬁer next puts heavy wrapping paper around the
box. This paper is like the paper used for grocery bags. It
helps to protect the box and everything in it.

The office worker cuts a piece of paper that will fit all

around the. box. Then, the box is placed in the center of the paper:

The paper is pulled around two sides of the box and over the top.




e i

Where the paper meets at the top of the box,.the~off1ce“workerv‘
tapes”thewpaper. Then, the paper -at each end -of the box 1s neatly
foldeduandrtaped; ‘The same tape used to tapé the box seams is
used to. tape the paper.

Step 6'; Tle the Box

A‘i

Strong tW1ne is used to tie the box. Strihg is. not :strong
enough_ to use. The office worker loops the‘twihecaround'the béi;

The offlce ‘worker makes ‘sure -the- twine is- looped around each s1de T

-

of ‘the box: A knot should be tied each tlmg‘the'FWIQ¢¢84§§95'QVerj:'1 1

another plece ‘of twine.

*
.

Step 7' *AddreSS’the»Package o .

The office worker must next put addresses on the package.

The“addressesvtell the letter carrier who thegpackage 1s;§or,and\

— -

who sent the package. The words “To"‘ahd."Erom"ﬁare‘nsﬁai;yawﬁit?

ten in front of the addresses. f},_ S
’ {

The offlce worker wrltes the: addresses on the wrapplng paperfj‘vlé
oﬁ~top\ofsthe package. It is also a good idea to*wrlte the ad- |
dresses oh the top of the box before it is wrapped 1n‘paper.f If
the paper should be torn off in the mail, the letter carrler can »
read‘thé addresses on the box. " o

“An offioe worker should use an ink pen-to write the addfessesf
‘ Ihk«does not smear and cannot he erased.. The addresses should be

’wrltéen blg enough to be read two feet away. , o

fﬁQp the following page is an example of how the addresses
. ) / =
H

‘
= e et s v

~ should: dook:

.
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*Wrapplng a- ‘package: the rlght ‘way’ takes tlme. -However, when a

-package is wrapped correctly, things do:not get broken or lost as

2
i y
H

Tea st

3) Demonstrate how breakables (ink bottles, staplers, etc.) may

e i M STeEET R o
| éﬁqaa4éc>.224¢~zvs' - o
e o T 44022 | 1 B
F R i E» Apans N
. 222 Onx Smeeer.
' - Dacias , TeExas w6021 ‘
When all of the steps are -done; the pagkage 1s ready to mall. i

-;;The.£o110w1ng materlals are needed to complete the\act1v1t;es;(uw «é
f§~cardboard\box;,newspaper, masking tape(;paqk;ng,tape;,padg;ngT g
" twine, heavy wrapping paper, séissorSv'threérdiifereﬁt;it§d§~ % é
iz*(biéékable‘and nonbreakable) for paékingz(mQSt be thainedjﬁ stﬁé?ég t
/fj deiit worksheet (provided). - - f
TEACHER ACTIVITIES o

1) Dlsplay the supplies needed to wrap a package (nEwspaper, %
cardboard box, masking tape, heavy wrapping paper, .paper or i
plastlc tape, twine, ink-pen, scissors). plscqss “how each is: {

used. é

2) Demonstrate how to prepare a package to be mailed. Show how f
to: choose a box, wrap eaéﬁmitem, pack the box, close and ?fg

tape the box, wr;p the box, tie the box, and address the box.,f*e‘4;




?i‘;Shgﬁprw hégﬁi@;j larger items should always be placed”on ‘the

-

. ra
‘wwa}_Jipvite‘ailetter:carriEn.to»the”dlassnto«dgmopsqrépevhow to.

&

jpﬁépggéfpéékages,for the mail. Ask the letter carrier to
A ‘t" ° - 7’0

‘bring panphiets for each student about hpw to wrap a package.
- a~ - R N 2 .‘F *

I
b

. 8TUDENT ACTIVITIES " e

-

1) At your desk, collect all ‘the supplies needed to-wWrap a ...,

. B

_ package: Havé your teacher check to see if all the supplies

i ste: theres o e vd
- - - / - !
2) After watching a demonStration, wrap threé items for mailing
i{{ ) . and pack them in a 'box with padding.: 'ﬁavgiyoufﬁﬁéaéggfgéheék
gx-a your work. Discuss how you can improve. s
3 - 5) After watchigg a demonstration, Clbseﬁ‘tépéz:?rgg;ﬁfié"and‘

s L L : ‘as o A
; address: a package for mailing. Have your téacher check your
P
- *

work. Discuss hcw you can imp¥ove. jjf

'A4X “What is wrong with each package? Obéain a quksheet from.

-7 your teacher with pictures of boxes. Tell what is wrong with

/

each picture.

L

' .QUESTIONS FOR‘DISCUSSION
1) "Why is it important to carefully wrap items that are to be
Y B N

mailed?

3\

2y Why do b;eakablé{objects r%?uire,more wrapping than non-
E . breakablas? ‘g“
3) Why éhou;d heavy, large iteméxalways be packed on the’ﬁotfom?

3

% -4)- -‘How should you decide what box ‘to use? .
: . ' . N
} 5) Why is ‘padding used? il .

« -
. - 1 ;
RIC *
o :
Powiad by C . .
. - £ ., Ay . .
, bl P ®
R N N N S rrer e et e e e e e e e e o e 2 et e ik




L T =
LR o . -

Y N i m ¥ - N

x Sample MAP y E
;, 7.\ L - N 3.6 T
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Qj;”af '6). How are items packed-in-a box?

7). ‘What are twb kinds of packing tape? 5

8) How is the box wrapped with paper?

9) What are the two addressés that must be written on a package?

-

10) Why should the addresses be put on both the wrapping -and on,

RIS Lo

e,

-

the :box linderneath?
=

o,

Lo TERMS TO. KNOW —
;& fseam-~where two pleces of a box or paperr .
L

s , }
T s %einféxc‘ed?%extra strong / (/ h

to protect--to keep from being hurt

to smear;-to run or become unreadable

y

Ben AR T R WMITE > TN sttt

‘?ddressg-the name, street, and giéy of the person who either sends
31 the package or receives the package

b breakéble--an item that can ?asiiy-be broken
nonbreakable--an item that doesn t break easily

pack ing tape--tape used to{close and seal a package

' l’
f /

)
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‘The. Develdpment Process

The production of MAPs, as well as any quality instructional
materials requires a structured, systematic development process.
‘fhrsAprocessuﬁﬁst utilize individuals ‘with a diversity of talent
and, prov1de a means of coordlnatlng these diverse contributions
to: yield the de81red instructional product: And, -a method of
:gueiity control must be included which guaranﬁeeﬁﬂihe.effeotisene$$
of the product. A development process which has proven to be eof-
:rectlve and efficient utilizes a team approach, with each&member
of the team. fulfilling a unique functlon in a specified order.

The team consists of;five persons who work 1ndependent1y
ﬁnder the direction of a project director. The team is comprised

“ of a technical writer who has primary responsibility for the tech-
nical content; an editor who- is- concerned with clarity, concise-
ness and grammar; an illustrator who is responsible for artworké
an individual who can prepare the layout and copy; and a typnist.

On the periphery of the process, but making a major contribution -
are teachers. Consultation with teachers helps determine topics

to be covered, format, and usefﬁlhesé of the completed product.

No less important than a production team is a structured

approach to coordinating the efforts of the team. Consie@enoy in
terms of format and quality demands a feiiable process through
whroh each product progresses. Such a process allows each tesam
memher‘to contribute to each product in a systematic manner.

Figure 2 illustrates a process which provides this consistency

~and structure.
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~"Figure 2

DEVELOPMENT PROCESS
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Instructional Products i

Tﬁe‘process”described above has proved suitable for the

pgoduction‘qfxée;éral kinds of instructional materials for special
needs students. The MAPs, as described earlieg, are those @oSt
uniquely suited to special needs learners. A series of twentf

" MAPs ‘have been developed in -the area of food service. This series

includes MAPs which cover such topics as: Preventing Machiﬁe‘

injhries, ﬁakigg Sandwiches and The Cafeteria Server. A second
series of forty MAPs has been produced which deals with ‘topics
rélevant to office and clerical occupations. Sample titles from

%

~this series are: Making Local Calls, Stapling. Coliating, and

Stuffing Envelopes.

Other types of materials have also been produced by the
H *
development process established at the University of Maryland,
- including slide-tape shows and le€arning activity -packets. For ipn-

formation on obtaining any of these materials, contact:

Ms. Ruth C. Brown

Specialist in Special Programs, Handicapped
Division of Vocational-Technical Education
P.0. Box 8717

Baltlmore-Washlngton International Alrport
Baltimore, Maryland 21240 ‘
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